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S December 1955

MENORANIIT. FIRe  Training Liaison Oficers (for dis shiom)

SULJiGTs Clerical Refresher Coursey, 7 dammary = 3 February

1. The Clerical Refresher courze i1l be held in Wing C,; Cecond
Flocr,; Alcott Hally from 9 January inrousp J february,

2. You are reminded that training reguests [pir a1l students desgir-
ing te be cnrolled in the cowrses must be forvarced thwreongh channels so that
resch the fepistrar, koom 17, nc tster tass Friday, 3G Decamver,
e te register before this ote will az:vomotlcelly prevenl s studert
niering the course,

. Please note that prevesting for the January course is scheduled

T Jamuary. Inzsmuch as these pro *r’ s wre exiremely important for
-merit of persaons in the preper classes; an to altend ths
“jeczl vYefrecher course musht report Lo Hing: C. econd Floor, Alcott Hall,
on 5 January for nrotesting at the Lollowing ook

1000 Pretesiing

i

9:00

1000 = 1100
1200 =

4. The stiache e d ; T
and iac time aliottEL for cach cianc.
be zosi, ned auring the preb '

£ COuUrss
wlosses.

nuy COITes 0N dence

3. Zeginning in Januory there will
ton¥v 0! the Internedizte and -uvznced
iew and practice of the siyle and procedurss of
se muce a pert of Lhe instracl on pro Tam.

(....
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S S A oy 3y T ISR AT}
SERICAL UUFRISHER CLASSHS

2D ALY b

TYPING TECHNIGT:S Fgr those who L Ds lufs than Ll net
REVIEW werds a minute. One houp a da;-

: fnet word: 2
minube oy faster. Ope nour a day-.

SHURATHAND THEORY Concentraved review 57 ihe prisoipi
REYIq of Gregg snorthand with dicusts cte 6f
practicad material. Kimety miiutes
a day.
IRTERELDILTE SHIRTHARD Dictation ciasc Per the develorrent
DICTATION of kho~vrund 3peed to 80 woids =
minute, Theory fcviewa transc: iption,

and FB:LEH of atyle and brocedurcs
of Aueﬁov cor“egpot&e%ceu One «nd
Guarter howrs o day.

AJJumuLD SHORTRRUD Diectatic class fnr the deve loo vent
DICTATION of shorthand speed 4o 1O ROCGs a
mirute and fastcy.  include: Ly engy

vocabulary drills anpd Ageney~t; pa
dictat cn materizl. Theory rzview,
Lranseripiion, and review of gvyle

and procedures of Agongy correcsondence,
One and a quarter sours a dey.

ENCLISH UZASE A cerrziation of the funda amentzi and
' practical riles st punctuat&or zud
¢apitaiizetiony basic gram-ar principies
waleh ﬂon«*ﬁ‘ute paris of speec s, theiyr
effectiive use in entences; and senience
structurey systematio siudy of :ard
usage with zmphasis on confusi:. - wordsy
)

and the study of the correct vtz of ihs
dicticnary. Une und a gquarter scurs &
aay -

D=
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HEMORARDUM FCR: Training ldaison Officers (for distribution)

SUBJECT: Revision of (lerical Refresher Schedule

io This memorandum precedes the regular Clerical Refrecher
Training announcement because of chenges talding place in the
Clerical Refresher Training schedule,

2. A new Catalog of Courses (TR CC 101-1l), dated lovember 1953
has just been cireulated. In this catalog the Refresher Training
program is cescribed on pages B=12 through 3B-19. Circumstances within
Clerical Training have necessitated exterding the usual interin week
to a period of two weeks at the conclusion of the present prosian
on 3 February 1956,

3o The revised schedule of courses for the firat holf of 1956 is:

Koo 57 - 20 Feb through 16 larch

58 = 26 Harch through 20 April —
= 30 April throush 25 iay
4 June through 22 June

59
9

bo It is reguested that special effort be made 4o irform tho
prespective students tsing tested that they be present for the vretests
corducted the Thursday beforsz the beginning of each training period
because of the importance of testing prior to planring the c¢lass schedule,
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CLERICAL REFRESHER CL- SSER

TYPIEG TECINTGUES For those wng vywe lezs {han L0 net
RuVTkw : words a minate. One keur a day..

GVANCRS TYRTN

it For these whe tyse L0 ney uords g
meruie or faster. Ons hopr 2 doy,
Hoevtaticn closs fop the Jevelogmans
of shorthand speed to 60 Tords 2
rinule, Review ang transceripiien.

the development

] e 80 words a
mirnte, The Ory review, tru uz*ipu.hua,
and review of style arnd procedurcs
of Agsncy corres pondence,  Une md
& quarter hours a day..

ATTAROED SHCLTHAND icta

tion class for ile development
LECT4 r’IO*! of shorthand speed to 100 words 3
minte angd f‘:.si,s:r'c, Iucindeg /‘JGZ‘ICJ ;
vocabs.la.j arills and Lgeneye <type
d.ctation materis 5

1, Thoory review,

transsripsi On, ang revisw of styie
and procedurss of Agency correspendence.,
{ne and a quarter rtours z day,

it
AR I §CI %

£Loem: *o’izbicn ol the fundumental and

practical rules of punctuation and

cepitalization; basic grasmar principlazs
0

vhich consiitute paris of fpeech, thair f

. g
effective nee in se.;tences.. and sentence x
structure; systematic s pd‘;f of word

usage with emphasis on contusing wor ds;g
and the study of the correct use of L.«e
detionary, Ons and a qQuarter hours a
day,,
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CLERICAL RLFRE3IER CLASSES

TYPTIiG TZCHLI UES
REVISH

ADVAL.CED TYPILG

SHORTHALD THEORY
REVIEA

TLUTEREDIATE SHORTHALD
DICTATICE.

7

ADVAICED SHORTALD
DICTATION

E..GLI3H UsAGE

For those vho type less than 40 net
words a minute, One hour a day.

For those who tyne 40 net words a
minute or fastsr. One hour a day.

Concentrated review of the »rinciples
of Gregp shortherd with dictation of
vracticed material. iinety minutes

a day.

Dictation class for the development
of shorthard sgzed To 30 vords a
minute and faster. Theory review,
transeristion, and review of style

and procedvres of sgency correspondisnce.

Cne and a2 quarter hours a day.

Dictation class for the development
of shorthard speed to 100 words a
minute and faster., Includes igency
vocabulary drills and Agency-iype
dictation material. Theory review,
transeription, ard review of style

ard proceduras of .gency correspondence,

Ore and a quarter hoars a day.

A correlatiocn of the baslic grammar
vrinciples which constitute parts of
speech, their effective use in sea-
tences, and senternce struciture:
fundamental and wractical rules of
punctuatior and cevitalization:
systematic study of word usa:e with
emphasis on confusing words; and the
study of the correct use of the
dictionary., One and a guarter hours
a day.

™l
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10 April 1956

VMEMORANDUY. FORs Training Liaison Officers (for distribution)

SUBJECT: Clerical Rafreshsr Training, 30 April < 25 May 1956

1. The Clerical Refresher courses will be held in YWing G, Second
Ficzry Aleodt Hall, from 30 April througn 25 May.

2o  You are reminded that training recuests for all students desir-
{u7 to b2 enrolled in the courses muist be {forwarded throush channels so that
they reach the Kegistrar, Room 17, no later than *onday, 23 April.
Failure to rerister before this date will automatically exelude s student
from entering the course,

3, Please note that pretesting for the 30 April = 25 Mey courses
is scheduled for 26 April. Pecause of the importance of testing prior
te the planning of the class schedule, it is requested that special effort
e made “o Inform the prospective students beine tested that they be present
for These Leshts, Those who plan o attend Tthe Clerica) Refresher soursas
mpst report to Wing C, Second Floor; Mcoti Hall, on 26 Aprid for pretesting
&t the Following hourse

9300 = 10300 Pretesting for typing
10: 00 = 11:00 Fretesting for shorthand
13300 = 12:00 Pretesting for knglish Usage

Le The attached schedule of classes indicates the nature of instruction

and the time allotted for each class., The exact ¢ime of the classes will be
amnouneed the day following pretesting.

25X1A

- — .
acting Jirector of Trelining
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CLERICAL REFRESHER CLASSES

TYPING TECHNIQUES
REVIEW

ADVARCED TYPING
JNTRODUCTORY SHORTHAND
CICTATION

INTERMEDTIATE SHORTHAND
DICTATION

ADVARCED SHORTHAND

DICTATION

ENGL.ISH USAGE

U

For those who type less than L0 ne%
words a minute, One hour a2 day.

For those who type LO net words a
minute or faster. One hour a daye.

Dictation class for vhe developmend
of shorthand speed to 60 words a
minute, Review and transcripiion.
One hour a daye

Dictation class for the development
of shorthand speed to 80 vwords a
mimite, Theory raview, transcription,
and review of style and pricedures

of Agency correspondence, One and

8 quarter howrs a dayo

Dictation class for the development

of shorthand spead %o 100 words a
minute and faster, Includes sgency
vocabulary drills and Agency<iype
dictation material, Theory revleu,
transeription, and review of style

and procedures of Agency correspondente,
One and a quarter hours z day.

A correlation of the fundamental and
practical rules of punctuation and
cepitalization; basic grammar principles
which constitute parts of speech, their
affective use in sentences, and sentence
structure; systematic study of word
usage with erphasis on confusing wordsg
and the study of the correct use of the
dletionary., One and a guarter hours s
day.

o
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